Vireo Submission Guidelines for Students by Costanza, Jane
Trinity University
Digital Commons @ Trinity
Digital Commons Documents Coates Library
2015
Vireo Submission Guidelines for Students
Jane Costanza
Trinity Univeristy, jcostanz@trinity.edu
Follow this and additional works at: https://digitalcommons.trinity.edu/lib_digitalcommons
This Report is brought to you for free and open access by the Coates Library at Digital Commons @ Trinity. It has been accepted for inclusion in
Digital Commons Documents by an authorized administrator of Digital Commons @ Trinity. For more information, please contact
jcostanz@trinity.edu.
Repository Citation
Costanza, Jane, "Vireo Submission Guidelines for Students" (2015). Digital Commons Documents. 2.
https://digitalcommons.trinity.edu/lib_digitalcommons/2
Vireo Submission Guidelines for Students 
 
When you submit your electronic thesis to Trinity’s Digital Commons via the submission system 
Vireo, you will be asked to consent to agreements regarding copyright, distribution options, and 
Creative Commons licenses (a copy of the agreement you will see in Vireo is included at the 
end of this guide). Therefore, it is important you understand the issues before submitting your 
thesis. This guide is meant to help you better understand what you are agreeing to. 
 
 
Copyright and Licenses 
There are two perspectives of copyright that you need to think about:  
 
1. As an author of copyrighted materials 
As author of an original work you are the copyright holder and will need to consider how to 
manage your intellectual property. You do not need to apply for copyright; your thesis is 
automatically copyrighted under U.S. Federal Law (17 U.S.C.). Copyright owners have the 
exclusive rights to reproduce, distribute, adapt, publicly perform, and publicly display the 
copyrighted work. If someone else wants to use the work, the copyright owner’s permission is 
required unless the use is granted by a license or falls under the fair use exception.  
 
As a copyright owner you can transfer all or some of your rights to another party. By doing so 
however, you may no longer retain those rights. In order to preserve your rights, another option 
is for copyright owners to license the use of their work without transferring copyright. Licenses 
specify what users may do with a work without requesting the copyright owner’s permission.  
 
Licenses can be exclusive or nonexclusive. An exclusive license is when the copyright holder 
grants to a third-party sole permission for using the work for a certain period of time. A 
nonexclusive license is when the copyright holder allows multiple parties to use the work. 
Nonexclusive licenses, like the Creative Commons licenses, encourage dissemination of 
scholarship by balancing copyright restrictions with copyright protection. For example, if you 
attach the Creative Commons license Attribution-NonCommerical-NoDerivatives 4.0, you are 
allowing copying and distribution of your work, but prohibiting commercial use or the making of 
derivative works. This allows your work to be more broadly disseminated while protecting 
against its misuse. Licensing nonexclusive rights is a way to preserve your copyright. 
 
2. As a user of copyrighted materials 
If you integrate other’s copyrighted work, such as charts, drawings, photographs, poetry, 
computer programs, music, etc., in your thesis, you have the responsibility to understand the 
ramifications of using such materials, and, to ascertain whether your intended use qualifies for 
the fair use provision (17 U.S.C. § 107)  of US copyright law. Fair use stipulates that certain 
uses of copyrighted material, under certain conditions, are not an infringement. If your intended 
use is fair, you do not need permission. However, If your intended use of copyrighted material 
does not meet the fair use standard, you need to exercise due diligence, by seeking permission 
from copyright holders. Trinity librarians will provide advice on fair use upon request, but the 
decision on whether each use is fair rests ultimately with the student author. 
 
Whether or not permission is needed, proper attribution to the source should be given in the text 
and references section of your thesis. 
 
Fair Use 
Does your intended use of other’s copyrighted material fall under the fair use exception? In 
many instances, yes. Under fair use you are allowed to reuse material without the copyright 
owner’s permission for purposes such as criticism, comment, news reporting, teaching, 
scholarship, or research. Fair use is determined by assessing the use of the work on the 
following four factors: 
 
1. What is the character of the use? (educational or for profit) 
2. What is the nature of the work to be used? (factual or creative) 
3. What is the amount (or substantiality) of the work to be used? 
4. Will the use negatively affect the market value of the work? 
 
For more information on fair use and copyright, please see these resources: 
 
Fair Use Checklist 
http://copyright.columbia.edu/copyright/fair-use/fair-use-checklist/ 
Fair Use Evaluator 
http://librarycopyright.net/resources/fairuse/ 
Copyright Information: 
http://libguides.trinity.edu/c.php?g=52821&p=340470 
 
 
You also have materials available to you that you can use without any copyright concerns: 
 
● Public Domain: You can use materials whose copyrights have expired. 
 
● Openly Licensed Materials: You can use materials that the author has granted an open 
license to use, despite not being in the public domain. For example, you can use 
materials that have a Creative Commons license attached. 
 
 
 
 
Institutional Repository Deposit License 
When you submit your thesis to Trinity’s Digital Commons via Vireo, you will be asked to agree 
to a nonexclusive, perpetual license that allows Trinity University and the Texas Digital Library 
to make your work freely available, and to transform the work into other formats if needed for 
preservation or access in the future. This license does not affect your copyright in the work, or 
prevent you from licensing your work to other parties. You will also need to consent to copyright 
declaration.  
 
Creative Commons Licenses  
You have the option of attaching a Creative Commons license to your thesis. These licenses 
allow you to share your work easily, and they allow everyone to find work that can be used 
without seeking permission. It is good practice to let any readers of your thesis know what use 
they are permitted to make with your thesis.  
 
Thesis Distribution Options 
As part of the submission process, you will be asked how you would like your thesis shared: 
 
1. [  ] Open Access (full-text discoverable via search engines) 
  
2. [  ] Restricted to campus viewing only (allow access only on the Trinity University campus via 
digitalcommons.trinity.edu) 
 
What does it mean to make your thesis open access? 
Your thesis will have broad access; searchable and findable in Google and other search 
engines. Digital Commons will send you Readership Reports, letting you know how many times 
your thesis has been downloaded since submitted, and what search terms are leading users to 
your work. Making your thesis available to such a broad audience can further promote scholarly 
endeavors. 
 
What does it mean to make your thesis restricted to campus viewing only? 
Only people on Trinity’s campus will be able to download your thesis (the metadata record with 
author, title, and abstract will still be visible to a global audience, however). Your thesis will not 
get much exposure, but this may be a viable option if you have sensitive information in your 
thesis. 
 
 
File Size Limit 
You can submit a main thesis file and additional supplemental files. Vireo has a per file size limit 
of 512 MB, and a total submission of all files limit of 2 GB. If you have one file that exceeds 512 
MB, it may be best to rearrange your files into additional supplemental files.  
 
 
 
 
 
 
 
 
 
  
Submission Checklist 
 
1. Do you understand your rights as the copyright holder to your thesis? 
 
2. Have you incorporated others’ materials in your thesis? 
 
a. Is the material in the public domain or have a Creative Commons license?  
 
b. If not, does your use of the material qualify as fair use? 
 
c. If none of these apply, have you sought permission for inclusion in your thesis? If 
you have a permission letter, this needs to be uploaded along with your thesis in 
Vireo. 
 
3. Do you understand the difference between an exclusive and nonexclusive license? 
 
4. Do you understand the difference between Open Access and Restricted to Campus 
Only? 
 
5. Is your work completely finished? Only once your thesis is completely finished are you 
allowed to submit it to Vireo.  
 
a. If it is absolutely necessary to revise your thesis after submitting to Vireo, please 
contact Academic Affairs for permission to do so.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
Copy of Student Agreement (this is what you will see in Vireo) 
  
I grant Trinity University (“Institution”), my academic department (“Department”), and the Texas Digital 
Library ("TDL") the non-exclusive rights to copy, display, perform, distribute and publish the content I 
submit to this repository (hereafter called "Work") and to make the Work available in any format in 
perpetuity as part of a TDL, Institution or Department repository communication or distribution effort. 
  
I understand that once the Work is submitted, a bibliographic citation to the Work can remain visible in 
perpetuity, even if the Work is updated or removed. 
  
I understand that the Work's copyright owner(s) will continue to own copyright outside these non-
exclusive granted rights. 
  
I warrant that: 
  
   1) I am the copyright owner of the Work, or 
   2) I am one of the copyright owners and have permission from the other owners to submit the Work, or 
   3) My Institution or Department is the copyright owner and I have permission to submit the Work, or 
   4) Another party is the copyright owner and I have permission to submit the Work. 
  
Based on this, I further warrant to my knowledge: 
  
   1) The Work does not infringe any copyright, patent, or trade secrets of any third party, 
   2) The Work does not contain any libelous matter, nor invade the privacy of any person or third party, 
and 
   3) That no right in the Work has been sold, mortgaged, or otherwise disposed of, and is free from all 
claims. 
  
I agree to hold TDL, Institution, Department, and their agents harmless for any liability arising from any 
breach of the above warranties or any claim of intellectual property infringement arising from the exercise 
of these non-exclusive granted rights.” 
  
  
I choose the following option for sharing my thesis (required): 
  
[  ] Open Access (full-text discoverable via search engines) 
[  ] Restricted to campus viewing only (allow access only on the Trinity University campus via 
digitalcommons.trinity.edu) 
  
 
 
 
 
*In addition to the agreement in Vireo, you many also chose to add a Creative Commons license:  
I choose to append the following Creative Commons license (optional): 
   
 
